NISEMPLOYEE SELF SERVICE INSTRUCTIONS
Getting Started

Overview
Sign on to NISin order toreview payroll, leave, benefit, and personal infor mation.

Steps

Go to http://iwww.nis.ne.gov. You will be at the screen shown below.
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Choose the role named ESS from the
drop down menu and then click on
the double right arrow next to the
role in order to load your menu
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PeopleSoft.

Open Applications: ":;

ol have na running applications.
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Step 7

Left click once on ‘Employee

T 16 Self Service Menu’, left click
on ‘Agency 20, 25, 26 — Health
— Bubmit Job and Human Services System’,

= Wiew Job Status H 13 :

B g e left (_:Ilck on _Self_Serv_lce
> Authorized Agents / Choices’. This will bring up
= Employves Self Service Menu your employee seIf service

= Agency 20, 25, 26 - Health T—
menu.

- Self Semvice Choices
[» Employee Benefits
— Employes

Personal Profile -

Central Office AG //
26
— Emplayee Wark Center | Step 8

— Leave Balance Inguiry Left click once on the menu
— Pay Stub Review . .
b User Options option of your choice. Please
— My System Options see following pages for
— hily Systern Profile . .
— \ork With Wark Center further information about
— Help each of these menu options./

Please see following pages for instructions on using each employee self service menu
option.



Employee Personal Profile

Overview

Use the Employee Personal Profile Program to review information that currently exists in
your employer’s records. The information that you can review is in the following
categories: Personal, Company and Job. The information in this location is for review
only; you cannot change any of the fields. If you find information that is not accurate,
you can contact HR to request changes.

Navigation

State of Nebraska > Employee Self Service > Agency 20, 25, 26 — Health and Human
Services System > Self Service Choices > Employee Personal Profile

Steps

s,
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The EnterpriseOne Menu contains several links to the applications.
These links will always he atthe left of your screens, no matter what application you are using.
You can also hide the menu when you need mare space for your wark.




Employee Personal Profile - Central Office AG 26 - Employee Profile and Job Information ]
Close  Form  Tools
2 0 B
Contact HR
Ermployee No. Wiorking Title
Personal
Gender F FEMALE Date of Birth 044181579
Ethnic Code 01 WHITE (NOT OF HISPANIC ORI Marital Status 5 SINGLE
MNiA E ENGLISH Disahility M NO
Company (Self Service)
Employee Tax|D
Last Start Date 0202812005
Date of Original Employment 051712001
Home Company STATE GENMERAL FLIND
Home Business Unit HUMAN RESOURCES PAY HOME
Employment Status FULL-TIME REGULAR
Supenisor GERNMER, LINDA

1.  On Employee Personal Profile — Employee Personal Profile and Job Information,
review the following information provided in the Personal section of the Header:
a. Gender
b. Ethnic Code
c. Marital Status
d. Disability
e. Date of Birth
2. Review the following information on the Company (Self Service) tab:
Employee Tax ID
Last Start Date
Date of Original Employment
Home Company
Home Business Unit
Employment Status
g. Supervisor
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Employee Personal Profile - Central Office AG 26 - Employee Profile and Job Information ]

Close  Eorm  Inols

ContactHR
Ermployee MNo. Wiarking Title
Personal
Gender F FEMALE Date of Birth 0471811870
Ethnic Code 01 WHITE (NOT OF HISPANIC ORI Marital Status 5 SINGLE
Mi& E ENGLISH Digahility N NO
.Inh (Self Service)

Job Code FPERSONNEL OFFICER Annual Salary 31,372.64

Pay Frequency HOURLY Hourly Rate 15082

IR STATE QF NE IS NOT USING THIS Comp Ratio

SURERVISORY GROUR

Bara Unit Date in Current Jok 02/28/2005
Shift Code A

FLSA Exempt Y/N v Mext Comp Review Date

EEO .Job Cat NiA 3860

Benefit Group

3. Click the Job (Self Service) tab to review the following information:
a. Job Code
b. Pay Class



o

Group Code

Shift Code

FLSA Exempt Y/N
Annual Salary

Hourly Rate

Date, Current Job Code

SQ oo

If you find information that requires correction, contact your Human Resources
representative via telephone or email. Do not use the CONTACT HR button, as
that is not functional at this time.

Click CLOSE. You will return to the menu.

Click SIGN OUT to end your session or continue with other self service options.



L eave Balance Inquiry

Overview

Use Employee Self-Service to review the accuracy of your vacation, comp and sick leave
balances.

Navigation

State of Nebraska > Employee Self Service > Agency 20, 25, 26 — Health and Human
Services System > Self Service Choices > Leave Balance Inquiry

Steps

PeopleSoft.
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Left click on Leave
Balance Inquiry
menu option.
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Leave Balance Inquiry - Paid Time Off [H|
Cloze  Tools vl ] ] ] .
X & Beginning balance s Additions shows

your balance as of
January 1%,

your year-to-date
earninags. )

EMILY EWALTER

Emplaoyee Number 122045

Tax D Last Check Date

Records 1-5 Customize Grid

SICKACCRUALS
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© COMP TIME | Taken shows your year-to- _
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Once you are done reviewing your balances, click CLOSE. @ong the top.

Click SIGN OUT to end your session or continue with other self service options.



Pay Stub Review

Overview

Use Employee Self-Service to review the accuracy of your pay stubs and to ensure that
they are complete.

Navigation

State of Nebraska > Employee Self Service > Agency 20, 25, 26 — Health and Human
Services System > Self Service Choices > Pay Stub Review

Steps

PeopleSoft.
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Pay Stub Review - TE - Web Self Service (i
Cancel Toaols
X 2
Address Humber 122243 Left click on payment
Ernployee Tax 1D 123456759 Deos, Jane stub or enter payment
date.

Time Entry History /
Line Detail Fayment Stuk j

Daily | Payment Date

1. Click the Payment Stub button to search for a pay stub to view. (If you know the
exact date of your payment stub, enter the date into the Payment Date field and then
click the Payment Stub button).

2. On the Pay Stub Review — Work With Pay Stub History window, select the Check
Date that you would like to review by clicking the radio button to the left of the row



and click Select. (To search for a specific time period, enter dates into the From
Check Date and the Through Check Date fields and click Find.)

Pay Stub Review - Work With Pay Stub History [l
Select  Find  Close Row  Tools

v @ X H B

E ovee |dentification

From C Date i Bl Through Check Date +

Records 1-10

Address
Humber

0 033152006
[ 02r28/2006 874
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3. On Pay Stub Review — Pay Stub History Information, review and verify your pay stub
information.

~
y Stub Review - Pay Stub History Information ruse the arrow to View il
5= Form  Row  Tools .
1 B k I the entire pay stub.
mddress Mumber Route 2672227500
Check Date V Check Mo. W

lecords 1-10 H El Grid

[+ Regular Pay 160.83 16.083 2,435.80 T.217.06 GROSS WAGES 261433 7,842,
! 2 F Wacation Pd. 3.00 16.083 45.25 98.04 FEDERAL IMCOME TAX 24619 738,
@ 3F Sick Paid 1.50 16.083 22,62 45.24 FEDERAL FICA WITHHELD 16217 456.
@ i P Haoliday 8.00 16.083 120.66 483264 FEDERAL MEDICARE WITHHE 35.69 106,
) ) Retirement 176.59 529.77 MNEBRASKA STATE INCOME TA 89.91 269,
8 B Health Ins 281.72 84516 RETIREMEMNT 113.20 339,
! T Basic Life Ins 1.40 4.20 HEALTH IMS T4.88 224,
- 2 Wacation Hours Eamed 2.00 2400 3431 LIFE-3XSAL .65 149.
@ 9 Sick Hours Earned 8.00 24.00 3456 ADED 010 a
) 10 * Sick Takenifwailable * 3.00 369.60 DENTAL INS \19 96 59.

Hours and The right side of

amounts paid. the pay stub lists
all your deduction
information.
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Click Close. You will return to the Pay Stub Review - Work with Pay Stub History
window.

Click Close. You will return to the Pay Stub Review - Web Self Service window.
On Pay Stub Review — Web Self Service, click Cancel to return to the menu.
Click SIGN OUT to end your session or continue with other self service options.
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CONTACT YOUR PAYROLL/BENEFIT
REPRESENTATIVE IF YOU HAVE ANY
QUESTIONS OR CONCERNS ABOUT YOUR
LEAVE BALANCES OR THE
INFORMATION ON YOUR PAY STUB.
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